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Introduction

ThisStepby-Step Handboo#escribes the procedures that an LEA RMTS Coordinator will need to
complete all required responsibilities relatedd vy 3Ay 3 GKS [ 9! Qa wa¢{ LI
description of the Random Moment Time Study (RMTSitsansk in the Schodased Services
reimbursement methodology, including details of all LEA requirements and the role of an RMTS
Coordinator, can be fouhin theVirginiaSchooBased Servicég&andom Moment Time Study

Instruction Manuahvailable on the DMAS Sch@&alsed Services website at
https://www.dmas.virginia.gov/feproviders/schocbasedservices/ RMTS Coordinators and

Fye 20KSNJ[9! &adFFTF gA0K NBalLRyaArAoAtAGe FT2N Y
review and understand all program requirements listed inrisgruction ManualThishandbook

A A v A~

and using the RMTS System, hosted by UMass Chan Medical School on behalf of DMAS.

Designating an RMTS Coordinator

Only designated LEA staff will be provided witlser ID and login information to access the

RMTS system and perform RMTS Coordinator duties on behalf of the LEA. This access is granted
based on proper completion of tf&chooBased Services Authorization of Designated LEA

Contacts Formmavailable on th®MAS website dittps://www.dmas.virginia.gov/fer
providers/schoebasedservices/ Properly completed and signed forms should be scanned and
emailed to the UMass RMTS Hegsk aRMTSHelp@umassmed.edu
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1. Participant Management: Overview and Purpose

On a quarterly basis, prior to the start of the Random Moment Time Study (RMTS), each school
division must updatenformation in the RMTS system that will identify individuals who will be
participating in the RMTS in the upcoming quaianrt of this process is to identify a Work
Schedule for each RMTS patrticipamd to configure the work schedules in the RMT sy sl
RMTS participanbformation including work schedulesiust be completed in the RMTS system

no later than the first Friday of the month preceding the start of each quarter.

Time Study Quarter Deadline for Participant Lists
and Work Schedules

Q2: October December 31 First Friday of September

Q3: Januar$-March 31 First Friday of December

Q4: April June 30 First Friday of March
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2.Logging on to the RMTS Administration System

LEA RMTS Coordinators can log on to the RMTS Administration System with their User ID and
password at théollowing website:

https://cbe.chcfumms.org/RMTSAdmin

+" Logon

Please enter your User 1D and Password. If you don't have an account, contact your System Administrator.

User 1D: [AsterTm I

Password: [ l Forgot Password

Click here to read Non-UMMS User Data Access Agreement.

Contact Us

Random Moment Time Study

Center for

? Health Care

Financing
A Commonwealth Medicine
Center of Distinction

Participant Management ~

My Participants

N

Quarter: ‘Next Quarter: 2016 Oct - Dec v Fiscal Quarter Selected: Q2 FY17 ‘}, Add New Participant

Participant Grid Import Status

LF¥ @2dz FNB ft233SR Aydu2 GKS {OKz22ft . lafakl /flAY
navigation menu to transfer tarticipant Management.

| School District

* Administrative
Claiming

* Omline Training

* RMTS Admin
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3. Updating the Participant List

Instructions abouidentifyingLEAstaff who should participant in RM@&h be found in
the Virginia SchodBased Servicé&andom Moment Time Study Instruction Manual
available on the DMAS Sch&a®d Services websit€&ather the following
information about each staff member.

1 Employee IDThe employee ID should uniquely identify each staff member. It can
be a real employee ID from your school division payroll/human resources
information system, or you can choose to leave it blank and the RMTS system will
randomly assign a unique ID numbzeach person.
1 Last NameThe last name of the staff member
First NameThe first name of the staff member
1 Email Addressihe email address of the participant. This field is very important
because all communication with the participants when they areomaihd
selected to respond to a moment are sent by email.
1 Job Pooltdentify the job pool that the participant will be part 8EeAppendix
Cof the Virginia SchoeBased Servicé&andom Moment Time Study Instruction
Manualfor additional details on job pools and their purppaad vhich staff
can be considered for each pool
f Job Descriptior®  OK LJ NI AOALI yiQa wa¢{ 2206 RSaONR LI
the dropdown list provided. This may or may not exactly match their job title by
which you refer to them at your school divisionu ¥all provide your school
RAGAAAZ2Y QA 220 GAGES F2NJ SFOK LI NGAOALN yi
1 Job Type E or The designation E or C stands for Employee or Contractor.
Contracted staff may only be included in the RMTS in the Administrative Only
pool. If you have contracted staff who provide direct medical services to students,
you will not include them in the RIGT
1 Active Yes or NG:his indicates whether the participant will be participating in the
RMTS for the quarter. Participants who will not be participating should be marked
Fd Wb2dQ LT Fye AylFrOGAGS LI NIAOALI yiG NIBG dzN.
participate in RMTS at a later time, they can bacatvated.
f FedFund%® y 1 SNJ 1 KS LISNOSyGF3S 2F GKS aidlFF¥F YSY
Federal Grants, other than an IDEA grant (IDEA funding is identified separately)
{ State/Local %Enterthe percentd S 2 F GKS adF¥F YSYoSNRa al fl
by State/Local revenue.
f IDEA% Y (1SN 6KS LISNOSyidlFr3IsS 2F G4KS aidlF¥F YSYoS
Grants
 OtherFunding%® y 4 SNJ 1 KS LISNOSydlF3asS 2F GKS aidlFF Y
funded by anyther funding source not already listed.

=
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Note: the sum of the 4 funding percentages should equal 100%

1 Other Funding (Specif{gnter a brief description of the funding source
indicated in the Other Funding % column if applicable.

1 FTEFull Time Equivalency. Most fiihe staff are an FTE = 1. Ptmte staff
would have an FTE between 0 and 1 based on the number of hours thatdhe

1 Work ScheduleEnter the name of the Work Schedalkesigned teach
participant.

1 SupervisorEmail ##3Y ! RR dzLJ 42 o SYIlIAf | RRNBaaSa 27
individuals who will be responsible for following up with each participant to make
sureall YSy(da INB O2YLX SGSR® !'ye& SYIAf | RRNBaA:
2y WEFGSQ NBYAYRSNI y20AFAOLFIGAZ2YAa AT (GKS LI
moments.
1 Actual Job TitteThis is the job title used within your school division to refer to the
postion that each participant holds.
1 License NumbeFor any participants in either of the direct service pools where an
active clinical license is required for the type of service that the participant
provides, enter their license number in this field.
1 License TypeEnter the type of clinical license helgthe participant.
f License ExpiratonDat:y i SNJ 4§ KS SELIANI GA2y RIFIGS 2F (GKS
1 UMMS CommentNo Entry Required. This is a comment field that will be used by
UMMS if any unusual licensing circumstances need to be noted.
1 SD Commenffhs is a comment field for the School Division to enter any
information needed about unusual licensing circumstances.
1 New Hire DateAny time a new staff member is added to the RMTS, please
provide their hire date in this field. For staff members who haen lexisting
employees buare just joining the RMTS now due to a change of job position,
enter the effective date that the participant became eligiblpddicipate

ThedMy Participant§page listsndividuals from your School Division that you have named to
participate in the RMT&rom this screen, you will be able to:

1 Add new patrticipants

1 Update information about current participants who will be continuing to
participate

1 De-activate staff memberaho will no longer be participating

1 Re-activate staff who participated in the past, but did not participate in the
most recent RMTS quarter

The system allows more than one way to complete most functions, including clicking on an
action icon in thdeft-hand column of the participant grid, opening anlineform by clicking on
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the Employee ID, making changes directly in the participant grid, or importing and exjperting
list as an Excéle.

Confirm that you are Working in the Correct Quarter

The RMTS Stem will default to displaying participant information related to the Next
vdzZ NISNX®» . dzi AdQa Fftglkeéa | 3I322R LINF OGAOS
Ay GKS WvdzZd NISNR yI@A3IlFGA2yrt FASER ySI NJ

T O
R N
w

Py,

My Participants
Quarter: | Next Quarter: 2016 Oct - Dec 4Quarter Selected: Q2 FY17 ‘> Add New Participant

Participant Grid Import Status

Y
,/ tu k-4 @ UMMs8ie24 Apple Penny susan.dadah@umassmed.edt
/ 0 4 " UMMS81628 Aster Tina susan.dadah@umassmed.edt
,_// ﬁ 2 M UMMS8ie27 Chocolate Cynthia susan.dadah@umassmed.edt
Tral M UMMS81620 Daffodil Paul susan.dadah@umassmed.edt

DSYSNIf LYF2NXYFGARZ2Y Fo2dzi ' aAy3 GKS wad t |

On the grid, you will notice that the first four columns will freeze as you scroll tigltheand
filters at the top of every field will help you search for information as you type in the=fredd.
what works best for you.

’.-_/’ % . UMMS81690 Blondie afc Contains Blondie@test.com
/ »n . UMMS81691 Bloomers Bloom®@test.com
. Does not contain
’/‘ b 4 a UMMS816592 Blossom Blossom@test.com
- Starts with
/ b 4 A UMMS81722 Thistleblossom Thistleblossom®@tst.com

Ends with

Equals

Does not equal

Y Reset

Maximize your screen to see as many fields as possible. Fields listed Haeipbigree ID, Last

Name, First Name, Email Address, Job Pool, Job Description, Job Type (Employee or Contractor),
Federally Funded %, State/Local %, IDEA %, Other Funding %, Other Funding. FTE, Work
Schedule, Supervisor Email #1, Supervisor Email #2yiSop&mail #3, Actual Job Title.
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.* My Participants

Quarter: | Next Quarter: 2016 Oct - Dec ¥ Fiscal Quarter Selected: Q2 FY17 ‘ Add New Participant

Participant Grid Import Status g m

Include Inactive Participants

(Al (Al (Al
/ ‘. % . Armani Giorgio Nursing, Psychological & Medical Services Counselor Employee 0 0
/ . ® . UMMS81684  Bankss Tyras' Therapy Services oT Employee ] 100 0 ]
e % a 22 Cardin Pierre Therapy Services Speech Therapist Employee 1] 100 0 1]
/ ﬁ $3 . 20 Chanel Coco Therapy Services Speech Asst./Aide Employee 50 50 0 0
g - m—— :
¥ 4 [0y % a 12345 Evanss Chris Administrative Services Only oT Employee 1] 100 0 1]
;/' ﬁ b . 8 Jacobs Marc Nursing, Psychological & Medical Services RN/LPN Employee 0 100 0 0
3 - . ) .
’/ o ] [ 26 Karan Donna Administrative Services Only Clerical and Technical Support Personnel = Employee 0 100 0 0
;} m ® a 10 Kors Michael Nursing, Psychological & Medical Services RN/LPN Employee 0 100 0 0
/ ﬁ % . 4 Lagerfeld Karl Nursing, Psychological & Medical Services = Nursing Director or Administrator Employee 0 100 ) 0
’/’ 0 ® ; UMMS81680  Lauder Estee Administrative Services Only Guidance Counselor Employee 0 100 0 0

[

Use the scroll bar to move left and rig
to see all the columns of information

LT &@2dz ySSR G2 yI@A3ardisS G2 | RATFTSNBdMn |j dzZ NI S
menu.

o+ My Participants

Future Quarter: 2017 Jan - Mar
[ AU Lo ol Next Quarter: 2016 Oct - Dec Fiscal Quarter Selected: Q2 FY17
Current Quarter; 2016 Jul - Sep

2016 Apr - Jun
Participar 2016 lan - Mar
2015 Oct - Dec
2015 Jul - 5ep
2015 Apr - Jun
2015 lan - Mar
2014 Oct - Dec
S 2014 Jul - sep I
2014 Apr - Jun v

& 2014 lan - Mar P
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Editinginformation About a Participant

There is more than one way to quickly and easily update information for a specific participant
that is already on the participant list.

¢CKS FANROG 2LWA2y Aa (2 SRAG RANBDant(wsingdhé G KS W
[F&ad blYS 2N 9YLX 2SS L5 FA{GSNI AT ySSRSROZI |
fSTOG 2F GKS LINIAOALIYUGQA AYF2NNIGA2YY
Employee ID Last Name First Name
h'd w h'd
—* ’;'/’ ® A UMMSE1686 Beauty Aurora
‘&g . UMMS81687 Berry Snow White
’-_'/’ b 4 A UMMSB1688 Bibbidy Cinderella

Clicking the pencil opens up the information fields shown for that participant, making them

editadd S RANBOGte Ay (GKS INAR 2NJftAad OASed ¢KS
next, or you can scroll over to see the information that you need to update and then click into

the field to make a change.

Click the green check nkato save your changes.

AID ~ Last Name - First Name ~ Email Address. - Job Pool  Job Description ~ JobTypeEorC
Y Y Y Y A > | A ~ | -

] & Ummssi6ss Aurora Beaty@Test.com Education ~ | [Secondary Teacher ~ | [Employes -
m UMMS81687 Berry Snow White Berry@test.com Education Other Teacher Employee
A UMMS81688 Bibbidy Cinderella Bibbidy@test.com Education Other Teacher Employee

Alternatively, participant information can be updated by opening S W9 RA (G t I NI A OA L
form. Access this easily by clicking the Employee ID of the participant.

Employee ID Last Mame First Name
h'd h'd b4
i 4 ® [ UMMS81686 Beauty Aurora
R a UMMSMGM Snow White
i 4 ® M UMMSB81688 Bibbidy Cinderella

al1S Iyed RSAANBR OKIy3d2yi2yilKk&XSLIWARA QA Lt Wili @ D
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Edit Participant

Fiscal Quarter Selected: Q2 FY17

Profile

+ Employee ID :
* Last Name :

* First Name :

* Email Address :

* Active Yes or No :

Job Details

+ Job Pool :

* Job Description :

UMMS0055

Mouse

Mary
Susan.dadah@Umassmed.edu

Yes

Administrative Services Only

Speech Therapist

Additional Information

Actual Job Title :

License Number :

License Expiration Date :

License Type :
5D Comment :
UMMS Comment :

New Hire Date :

Speech Therapist

New Change of Status Request m

# Job Type Eor C: Employee
* Fed Fund % : 0
State/Local % : 100

IDEA % : 0
Other Funding %o : 0
Other Funding (specify) : 0.0
* FTE : 1
* Work Schedule : A -

Supervisor Emails

Supervisor Email #1 : Catina.claytor@Apsva.us

Supervisor Email #2 :

Supervisor Email #3 :

Inactivating a Participant

If someone is no longer going to participate in the RidiTthe next quarter, or indefinitely,
they can be marked as inactive. If someone leaves during the quarter, s=etiba on Change
of Status (COS) request$ere is more than one way to inactivate a participant for the
upcoming quarter.

¢KS FTANRG 2LJG)\2;/ Aad (2 SRAGO RANBOGfeEe 2y GKS W
Last Name or Employee TDA f GSNI AF ySSRSROUZ YR (GUKSy Of A01
f STG 2F GKS LINIAOALI YGEQA AYT2NNIGAZY ®
Employee ID Last Name First Name
h v Y

,.// x n UMMS81686 Beauty Aurora

}_//' . UMMS81687 Berry Snow White

,.// ® | UMMs81668 Bibbidy Cinderella

/ f A ()‘I l.|J’ S é Q l.'l 2 62 y FA Do you want to deactivate the participant? l.,J A2 y A y l.ll K

confirmation popup box.
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Alternatively, the participant can be deactivated by opening uptBeRA G t | NI A OA LI y i Q
Access this easily by clicking the Employee ID of the participant.

h'd h'd hd
y./} »n . UMMS81686 Beauty Aurora
TR M UMMs8168 ry Snow White
y./.’/ »n . UMMS81638 Bibbidy Cinderella

hy GKS WORAG tIFNIAOALN yiG¢ LI 3IST dzlRIFIGS GKS Ww!

Profile
* Employee ID : UMMSB1687
* Last Name : Berry
* First Name : Snow White
* Email Address : Berry@Test.com
* Active Yes or No : tges
Job Details Mo
# Job Pool : Education ~
+ Job Description : Cther Teacher -
* Job Type Eor C: Employes A

Mew Change of Status Request m

Reactivating a Returning Participant

When aprior participant returns to the RMTS for the next quarter, you can reactivate their
participant informatio® ¢ 2 € 20F 43S GKS LI NGAOALI yiz Of AO1 2
t I NGAOALN yiaQ Awih thiakbSx cEebkkdrboth dttiabdiiractive PatiSigadts

i N n ~ A L el A P | ~ A 1 f N~ A~ ~ _n1nm LA N~ mf AN A A . .—Q -'F}\'(

»* My Participants

Quarter: |Next Quarter: 2016 Oct - Dec | v| Fiscal Quarter Selected: Q2 FY17 ‘>Add New Participant
Participant Grid | Import Status ﬂ ﬂ

WM Include Inactive Participants

(M) > | A v | fan N Y

Y Y Y
o UMMS81685 Bayou Tiana Bayou@test.com Social & Health Care Services Counselor Employee 0
o 2 UMMS81686 Beauty Aurora Beaty@test.com Education Secondary Teacher Employee 0
’j b a UMMS81687 Berry Snow White Berry@test.com Education Other Teacher Employee 0
j ”n a UMMS81688 Bibbidy Cinderella Bibbidy .com Ed i Other Teacher Employee 0
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The green circular arrows icon (like a recycling symbol) are displayed in-trntkftolumn
next to any inactive participants. Clickihig icon will reactivate the participant.

[CA01 . San G2 02y NN " 2V b 0K

COnfil’mation powp bOX. Do you want to activate the participant?

Alternatively, the participant can be-aetivated by opening up KS WO RA G t F NI A OA LJ y
1 00Saa GUKAa Srairfe oeé OftAOlAYy3a (KS WOYLX 2&8SS

Employee ID Last Mame First Name
h'd h'd b4
y/j »n . UMMS81686 Beauty Aurora
TR a ummsamM Snow White
,./j »n . UMMS81688 Bibbidy Cinderella

hy GKS WORAG tFNIAOALIYyGE LI IAST dzLIRFGS GKS Wi

Profile

* Employee ID : UMMSB1687

* Last Name : Berry

* First Name : Snow White

* Email Address : Berry@Test.com

* Active Yes or No : t{es /
Job Details Na

* Job Pool : Education -

+ Job Description : Other Teacher =

+ Job Type EorC: Employee -

Adding a New Participant

Toaddanew 0 FF YSYOSNI 2 (GKS wac¢{ LI NIAOALI VYO Az
above the participant list.

My Participants

Quarter: Next Quarter: 2016 Oct - Dec z] Fiscal Quarter Selected: Q2 FY17 ‘},Add New Participant

/ LI S A

Participant Grid Import Status
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?

Add Participant

Fiscal Quarter Selected: Q2 Fy17
Profile
Employee ID :

* Last Name :

* First Name :

Additional Information

Actual Job Title :
License Number :

License Expiration Date :

+ Email Address : License Type :

* Active Yes or No : - 5D Comment :
UMMS Comment :

Job Details New Hire Date :

# Job Pool :

# Job Description : @
*Job Type Eor C: /

+ Fed Fund % :

State/Local % :

Other Funding % Leave the Employee ID blank if you
want the system to assign a unique
ID numberOtherwise, enter a real
Employee ID that is unique to this

participant.

Other Funding (specify) :
* FTE :

# Work Schedule :

Supervisor Emails

Supervisor Email #1 :

Supervisor Email #2 :

Supervisor Email #3 :

Important Notes:

1 Required fields are marked with a red asterisk (*).
1 Be sure to complete the Additional Information Section as appropriate for new
participants.
o W! O dgh A i tWR2D
participant
0o When adding a new participant to either of the Direct Service
participant pools, most of these positions also require that the
participant hold an appropriate clinical
license. PledS LINR GARS (KS W[ AOSyaS bdzyo SND
adding a new qualified medical provider to either direct service pool.

FYR WYbSg | ANB 51 0G$SQ aK2dz F

Updating the RMTS Patrticipant List by Exporting to Excel, then Importing Changes

If you have a lot of changes to make, you may it

SLaASN) G2 das GKS WoELR /% WL Y LI
t | N\I,,l 7\ 67\ LJ' y.lj C)\f SQ 7\ 62 y.é Clear Filters Include Inactive Parti =P L] 2 F L]

Job Type Eor C Fed Fund %

participant gridAlways kginwith a brand new
WO ELRZ NIhQi2 9EOST

(A W
- (A g W
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Update participantby making edits directly in the Excel spreadsheet as needed.

1 Edit any field directly in the spreadsheet

Use Dropdowns to help select valid choices for each field

38 9EOSt FdzyOlAzya AF KSt LFdz = &dzOK |

Make sure all informadn for all participants is current and accurate for the new

quarter

5 2 yfddgét to check participant email addresses and Supervisor email addresses
that may have changed.

a v/

= =4 =

A B C 2] E F G H 1 i} K L
Employee ID Last Name  First Name Email Address Job Pool Job Description D= (AR B o Supervisor Email #1 Supervisor Email #2 ¢

1 EorC orNo Fund% Schedule

2 |UMMSB1686 Beauty Aurora Beaty@test.com Education Secondary Teacher E Y o BigBadWolf@test.com Walt.Disney@test.com
3 |UMMSB1687 Berry Snow White Berry@test.com Education Other Teacher E Y o BigBadWolf@test.com Walt.Disney@test.com
4 |UMMS81688 Bibbidy Cinderella Bibbidy@test.com Education Other Teacher E Y o BigBadWolf@test.com Walt.Disney@test.com
5 |UMMSE1689 Birdadette Tiana Birdadette@test.com Social & Health Care Services Nurse E Y o BigBadWolf@test.com Walt.Disney@test.com
6 |UMMSB1690 Blondie Rapunzel Blondie@test.com Administration Elementary Principal E ¥ o BigBadWolf@test.com Walt.Disney@test.com
7 |UnMMS81691 Bloomers Aurora Bloom@test.com Administration Office/Clerical E Y | D. BigBadWolf@test.com Walt.Disney@test.com
8 |UMMS81692 Blossom Mulan Blossom@test.com Social & Health Care Services Psychologist E Y m WaltDisney@test.com

R N R N Enter a percentage value here N

9 |UMMSB1693 Brie Cinderella Brie@test.com Education Other Teacher E Y Value should be hetween 0 and 100 [ Walt.Disney@test.com
10 |UMPSE1694 Daisy Rapunzel Daisy@test.com Education Secondary Teacher E Y = ——Jm WaltDisney@test.com
11 (UMMSB1695 Fern Aurora Fern@test.com Education Other Teacher E ¥ o BigBadWolf@test.com Walt.Disney@test.com
12 (UMMSB1696 Gleam Rapunzel Gleam@tst.com Social & Health Care Services Counselor E Y o BigBadWolf@test.com Walt.Disney@test.com
13 |UMPMSB1697 Honeycake Snow White Honeycake@tst.com Administration Secondary Principal E Y o BigBadWolf@test.com Walt.Disney@test.com

Add New Participantsy scrolling down to the bottom of the participant list and adding the
required information to a new, blank row of the spreadsheet.

1 Use the dropdown menus to select valid values for accurate information.
f .2dz Y& OK22a$sS (42 SIFI@gS GKS wovLi2eSS
unique ID for your new participants.

L5Q

35 |UMMSB1719 Sweetie snow White Sweetie@tst.com Education Paraprofessional E ¥ o BigBadWolf@test.com
36 |UMMSB1720 Taj Jasmine Taj@tst.com Education Other Teacher E ¥ o BigBadWolf@test.com
37 |UMMSB1721 Teacup Belle susan.dadah@umassmed Education Other Teacher E ¥ ] BigBadWolf@test.com
38 |uMmMs81722 Thistleblossom Snow White Thistleblossom@tst.com Social & Health Care Services Nurse E ¥ o BigBadwWolf@test.com
39 |UMMSB1723 Treasure Ariel Treasure@tst.com Administration Elementary Principal E ¥ o BigBadWolf@test.com
40 |UMMS81725 Windflower Pocahontas Windflower@tst.com social & Health Care Service: Psychologist E Y ] BigBadWolf@test.com
41 Newperson Test newperson@ist.com  Social & Health Care Services Psychologist E Y 1 BigBadwolf@test.com
42 Mouse Mickey mickey@tst.com chologist e i ] BigBadwolf@test.com
A3 Administration ]%

A4 Edulcation )

a5 Social & Health Care Services

DeactivateParticipantby K A I Kt A IK G A y 3

0KS SYyGdANS NP

and deleting that entire row from the Excel file

Tip

This is most easily accomplished by clicking on the row number on the

left-hand side of the spreadsheet to highlight the ro8,yh dza S

Ot A01Q 27

thedropR2 6y Y Sy dzd
LI NI A OA LI yiQa

GdKS

i K

& 2 dzNJ YRA&EYS Yy dadA/yrd2 A $
2YLIX S

2dzQf f 1y2¢6 @&2dz O
AYF2NXYEGAZ2Y

spreadsheet, and thereaano blank row(s)vhere the information used

to be.
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2 UMMS81624 Apple Penny Penny@mymail.net Social & Health Care Services Speech-lLanguage P

3 [LIMMSR1A28  Aster Tina Tina@mymail.net Social & Health Care Services Occupational Ther:
4Gt -0 KA S %0 B Cynthia  Cynthia@mymail.net Administration School Administrat
58 T =DA-E-WE Y by Paul@mymail.net Social & Health Care Services Nurse

6 ,}L panncanoan Daffodil Robert Robert@mymail.net Social & Health Care Services Speech-Language P
7 Ea EC;}_ Forsynthia Shirley Shirley@mymail.net Social & Health Care Services Social Worker

8 2 paste Options: Iris lohn lohn@mymail.net Education Other Teacher

9 “D Peach Judith Judith@mymail.net Social & Health Care Services Psychologist

11 Paste Special.. Pear Michael  Michael@mymail.net Administration Secondary Vice Prir
1 Petunia Ann Ann@mymail.net Administration Secondary Principa
1. -Qelete Poppy Richard  Richard@mymail.net Administration Elementary Princip
1i  CiearContents Rose Amy Amy@mymail.net Social & Health Care Services Counselor

1: E Format Cells...

1I Row Height...

11 Hide

1] Unhide

After all changes have been made to your participant information in the Excel file, the next step
is to import those changes into the RMTS Participant List.

1. Name and save your file.

1 Note there is no special naming convention requirement for thedihee.

1 We suggest you name the file something that will be helpful and meaningful to you so
that you can accurately identify the file when you browse for it.

1 File names cannot exceed 45 characters in length.

1 The file format cannot be changed (i.e. therfilest be in the latest version of Excel

(.xIsx)

2. | £ A O Imbpoft ParticipantFie A O2y G GKS G2L) NAIKG 27F 0

T —

Clear Filters Include Inactive Participani Import
Job Type Eor C Fed Fund %
~ | Al - v
Employes 0

3.LYy GKS WwttSIFrasS aStSOG FAE{SQ 6AyR2463 O2Yy TAN
0 KSy BOWs®O i 2Ydui® bniy&ur local computer.
Please zelect file

Year: 2017 Quarter: Cct - Dec Fiscal Quarter: Q2 FY17

School District: Royal Princess Schools

——
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4. bl GAALGS (G2 &2dz2NJ FAES 2y &2 didlodd2®I| f O2 Y Lzl

Please zelect file ?

Year: 2017 Quarter: Oct - Dec Fizcal Quarter: Q2 FY17

School District: Royal Princess Schools

Royal Princess Schools FY 17 Q2 xisx
z o

5. Review the Import Reporb verify the changes. This report identifies all changes
that your upload file will make to your list of participants. These changes are
detailed in three (3) sections:

1 New Participants
1 Deactivated Participants
1 Upload Changes

Import Report

Confinm the following changes for the following school district

Year: 2017 Quarter: Oct - Dec Fiscal Quarter: Q2 FY17

School District: Royal Princess Schools

New Participants .

Last Name First Name Email Address Job Description Work Schedule Supervisor Email #1
MNewperson Test Windflower@tst.com Psychologist BigBadWolf@test.com
Deactivated Participants ‘

Employee Id Last Name First Name Email Address Deactivated Start Date
UMMSSE1687 Bemy Snow VWhite Bemyi@iest com 10M42016 12:00:00 AN

Upload Changes ?

Employee Id First Name Last Name Field Name New Value Old Value
UMMSES1636 Aurora Beauty Email Address Mic hael@test.com Beaty@iest com

( o ] e

6. Review thechangeso make sure that everything is accurate. Then you must
choose one of the following actions:
1 Review Click this button to export an Excel version of the report for further
review. This is helpful if you have made a lot of changes and would li&e mor
time to check that they are all correct.
b2GSY LT @&2dz aSt SO0 (KAa 2LIiA2y3I @&2dz
{GFGHz QaONBSYy 1 GSN (12 WO2YTANNQ 2NJ W]
1 Confirm Click this button to confirm that the changes in the file arerate
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and to process those changes.

1 Reject Click this button to reject the upload file if errors have been found.
Once an upload file has been rejected, you then need to correct and re
upload a new file.

I OOS alpod Bt&UQW (i I 6 2 F { KsHridéist view pabditdicBetk dh tie status of

Fye dzLJ 2F Rax yR (2 O2yFANXY |y dzLJ 2R GKIF G &2
.* My Participants
Quarter: |Mext Quarter: 2016 Oct - Dec Fiscal Quarter Selected: Q2 Fy17 i+

Participant Grid Import Status ‘
= B

Royal Princess Schools FY17 Q2.xlsx Review @ elle Teacup

Q2 FY17.xlsx Successful Belle Teacup

Certify the Patrticipant ListComplete Quarter

When all updates have been completed, and beforesthmmission deadline listed in Section A,

Oft AO] W/ 2YLX SGS v daAnddorBexIbhiswifl coiifikr&hat y@udh&/eld NA 3 K {
completed your updates for the next quartand it will lock the system. If for any reason you
realize you need to make chasgafter you have already marked a quarter as complete, contact
the RMTS Help Detkunlockthe participant listfor you.

B— Complete Quarter
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4. Managing Work Schedule®verview

All participants in your Participant List must be linked to a Work Schedule that elycretects
their scheduledvorkdaysandd KA ¥ oadlF NI FyR SyR GAYSA0®d ¢KAA
page, following the instructions earlier in this handbook. This section describes how to configure
or define the work schedules for the RMTS systanhat it knows when participants linked to
0KS aO0OKSRdzS NS | @FAflrofS G2 6S NIyR2Yf& | aa
Prior to each RMTS quarter, you will complete the following tasks:

Annually, enter your School Division (division wide) calendiays and shifts

Quarterly, determine if any new Work Schedules are needed and create them if needed

1.

2.

3. Quarterly, Enter or Edit Work Schedules as needid/s and shifts

4. Review systergenerated reports to ensure the accuracy of your Work Schedules

Work Schedule calendar information is managed in the S&aseald Claiming section of the
system: https://chcf.net/chcfweb

Key Concepts for RMTS Calendars

Calendar Hierarchy:

The calendars work in a hierarchical order. This means that the schedule information that
is entered into the system for the School Division calendar will be usedpoputate the Work
Schedule level calenda&hool divisiorwide holidays and neworking days should be entered
into the School Division calendar first, then when Work Schedule calendars are generated
afterwards, they will be prpopulated with the School Division holidays and days off. But this
only works once, at the exact time that twerk schedule is initially generated for the year.

School Division

Calendar Information from the
School Division Calendar
is pre-populated only
once to the Work
Schedule Calendar at the
time of ‘Generation’ of
the Work Schedule

¥

Work Schedule
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https://chcf.net/chcfweb

GlobalCalendainformation Section

The information displayed in the top section of the calendar screen is global information that
applies to the entire calendar. So, if you changéteekends setting to be Moment Days, that
change will apply to the whole calendar. Likewise, if you change the Start and End times in this
top section, that change will apply to every working day in the calendar that has not been
configured to a special/mafted shift.

I
Work Schedule

Search Criteria

School Division Work Schedule

[ Abe Sunshine Schoel Of Virginia v| [High School (D7/01/2016-) w

Fizscal Year

[2017 v|[ show Calendar |

Global Calendar Setup Shifts
* i * 1
Start Date End Date weekends Start Time End Time
07/01/2016 06/30/2017 |Mon-Moment Days |:| | ||pM V][ add |
| Update Calendar | | Delete Calendar |
Start Time End Time Save Delete

[os00  [AM ~] (0330 [PM~] @ ®

DetailCalendainformation Section

The information displayed in the bottom portion of the calendar is the detail or daily
information. To work within this section, you will click on specific day(s) which you wish to edit
(the color of selected day(s) will change to blue) then click orcti@autton to the right to
make modifications to the selected days. You can select specific days to

1 Mark as Working Days

1 Mark as NofMoment Days

1 Modify Shifts (to change the start and end times for the selected days)

£ July 2016 August 2016 September 2016 Mark as Working Days

SuMo TuWe Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa [ Mark as Non-Moment Days | ¥~ Action
12 12 34|58 12 3 Buttons
3 4 5|6 7|8 89 F | 8|9 /|10/11(12 13 4 5 6 7 8 9 10 ociiy, ShilS
10 11|12 13 |14 15 16 14 15 16 |17 (18 19 /20 11 12 13 |14 |15 |16 17
17 (18 |19 20 (2122 |23 (21|22 23|24 |25 26 27 |18 19 20 21|22 23 |24 Color Codes
24 25 2627 28 29|30 28 29 30 A 25 | 26 27 |28 29 |30 ; Standard Working
21 Day (Editable)
Non-Moment Day
(Editable)
October 2016 November 2016 December 2016 Different Shifts
1 Configured
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa (Editable)
1 1123 4 5 11213 1 Selected for
Editing
2 4|5 6|7 8 |6 7|8 9|10 11 12 |4 5|6 7|8 9 10
. ° . ° . Ouiside the Fiscal
9 10 11|12 13|14 15| [13 14 |15 16 |17 |18 1@ |11 12|13 14 |15 16 17 Year Calendar
Days (Mon-
16 17 |18 19|20 |21 22 |20 21|22 23 24 25 26 18 19 20 21 22 23 24 Edi’{aéle)
23 24 25|26 27 28|28 27 23|29 30 25| 26 |27 |28 (29 |30 | 31 Day not of current
month (Non-
o 3 Editable)

mmm NV hinhlinhted
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Create New Work Schedules

Review your participants and the scheduled hours that they work. Group participants together

by common work schedules, not necessarily by job title or work location. FANedch

OKSRdzZ ST &2dzQf £ ONSEB IlieSystem. ZTigatNdmefwid keh RedabeS on vy | Y S
your list of participants to match your participants to their correct Work Schedule so that the

RMTS will select random moments for participants on dates and times when they will be

working.

From the lefthand n®@@A 3 G A2y o6 NJ aSft SOUG W{OK22f S5AQDBAAAZ2Y
Click on the hyperlink for the School Division Name.

School District wwearan |
Administrative School District : :
Claiming |lf |

Active v Any v Q_ Search

Online Training page 1

T

raining School District 00000K1508

A list of all the current Work Schedules, if any, will be displayed on the next screen. To
add a new Work Schedule, cigl/ G KS W!I RRQ K@LISNIAY | @

YGSNI I yIYS FT2NJ @2dz2NJ 62N)] &aOKSRdzZ S
e 2F GKS ljdzr NOSNJ 6 KSy @&2dz gAff A

T ©
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